!iA.3SACKUSETTS dE?S‘:S.VAT::^ OF PSaSQlCrSL ADMriJISTHA'ION 
CLASSIFIGATIOS SPECIFICATION 


.1 ’ • 

i.: y' 

I. —A-Dy[rNISTIlATIYHI ASSISTANT 5S5IE5; 

. 7 Adniniati'g.tive Assistant I 
(^‘ Administrative Assistant II 

II, SOMtlARY OF S5PISS; ■ 


APPROVED 

• 'ii;, 1 ^^7 

oi ?er^cnnd 
AdfTur.jstrstion 


Incumteats of positions in this series monitor sssigned unit activities; 
confer with agency staff; aaintain liaison with others’! review- add .anaiyss 
data coaseniaTig aasigned unit activities; prepare reports; respoad to - 
inouiri'es j compile data; • and perform related work as reauired. 

The basic purpose of this work is to provide adainistrstiVS sji.p.port in 
cbilneotion with assigned unit activities such as off iae services, .records 
control, agency personnel ser'.'ices, eta. ■; , 

III. OR^ANIlATIOIfAh LSVE'^5; ■ LV""’-. "■ 

w • I' ~~ —.i 

' Adalni strati vg Assistant I is' tne 'first-level supervisory job in.this ^ 

' aeries. ' r • . •,•■ 

Administrative Assistant II is the seeoad-Ievei siipery'iadry job in this- 
series. - '-h.; ■’'■*■ 


IV. EXA:iPLt:3 QP DUTIES COt-flON TO AIL' LEVELS I'i SSRiyS: .. 

1. Monitors assigned unit activities to sr).surs..Qff-2Ctiyc. op'sr&tiont' ani 
campliance with established -stgji.daris. .. , 

3. Confers -With agency-staff in order to exchange informati'on, ■ to sstt- 
dinate efforts and to obr.ain information concerning agency" programs 
and acti'vlties. '■ • " 

■ . . • ■ ■■ ■ ■ - ?" 

3, 'Maintains liaison with various local. • stats ahn federal agencies and 

others to eschange iaformation, to resolve prq'olens. .and to.co’or-. 
dinate activities, _ ' ..*-"7 '"■'-■''.i'' 

i. Rsviswa and analyzes dsta cpnosrning assigned .uni.t activities in 
order to improve work methods, detar-tlne progress,nre'/ise 
established procedures and/or to p-rovide informatlbr.'to'superior. 

5", Prepares reports concerning asaigned unit activities in order to 

.furnish required information, and to make reco^vTiendations -concer.ni ng 
procedures,, programs and activities. ' ; ^ ' . ■ 


Responds 

to ina.uiries i 

assigned 

unit activitts, 

p * T^S 

related duties 

^3. 

unit activitle 
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admin. SERTIGES- 


Adal:^atr«tive Aaalstaat Series 


Based on asgigr^sea^^ iBCuabeata of •posHrioag in this aeries may also : 

1. Compose letters aad review dociaaeats for coapieteness, content and 
coapliaace with regulatory and legal standards, . 


V. DI??!S£NCSS 3ET'^32N L2VSLS IN SEHISS; 

' imt t \ \ iBJirrrr- _‘^.n . . r^j ^ _ in m_> _ ^ 

Adnlaiatrativg Assistant II; 

Ineuaheats of 'Positions at this level also; 

1. Provide on-the-job training aad oirientatioa for employees. 

2. Nsvisw,. analyze and prepare reports concemiag assigned urJ.t activi¬ 
ties. 

J, Oversee and coordinate the activities Of subordinates in connsstion 
with the preparation and maintenance of reports, records and doot- 
fienta. 

’fi. ?.SlA"?iaN 3 HI?S Wn'H QTHSRS: 

Hajor work contacts are with agency staff and the public. 

SUPERYtSIQH ?.ElEIV3Dt 
Adsini a t ra 11 ve As n 1 s teat T 

lacunbents of positions at this level receive general supervision froa 
Administrative Asaistanta or other employees of higher grads who provide 


idninistratjve Assistant It; 


Sfts and reports for effsctivenass and compliance with laws, rules anc 
rsgulations. 


'IlII, ShBiiH'/ISION RXERCroED; 


fcinistrative Assistant I: 


:.}j Ifts'ihoents of positions at fnis level sxarcise direct eupervisior.. i.*: 
"O', through an Inteneiiate level supervisor’^ over, assign worh'to an' 
rs’,do-<- the usrforniancg of i-5 clerical oerconnsl- 


Fo\kJ- 
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admin, services 
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Admioiatrative Aaaiatgnt Bayieg 
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Pi 

1:1 


Adiaiiiistrative Asa is taut lit 

Inc-am'sents of positions at this level exercise direct, supervision vi.e. , 
not through, an tntennediate level supervisor) over, assign work to and 
revisw the performanoe of 1-5 professional or technical personnel and i-5 
clerical pergormel; and indirect auperViaion (i.e., through an inter- 
snedinte level supervisor'^ over 6-15 personnel. 

IX. WOHmC COHDlTIONSt 


X. 


Administrative Assistants work in a typical office environment with no 
unusual working conditions. 

QUALtyiaATIOKS REQUIHED AT HIRE FOR ALL U SEhZSS; 

t, Knowledge of the principles and practices of office aanasanent. 
Knowledge of the methods of general report writing. 


V 2 . 

3. 


Knowledge of the methods used in the preparation of charts, graphs 
and tables* 

£X4. Knowledge of the types and uses of general office ecuipment. 

J/' 5« Ability to understand, explain and apply the laws, rulest regula¬ 

tions, policies, procedures, specifications, standards and guideli¬ 
nes governing sasi-gned unit activities. 

Ability to analyee and detsrsine the applic-ability of iatd. to irv.f 
' conclusions and to make appropriate’recons-uendanions. 

</ 7. Ability to follow written and oral instructions. 

v' S. Ability to gather information through q^uestinning individuals and b;; 

examining records and docuasnts. 

^ 9. Ability to write oonoiaely, to exprees thoughta clearly and to deve¬ 
lop ideas in logical sequence, 

(X Ability to assemble items of infornation in accordance with 

established procedures. 

11* Ability to determine proper forma: ar.d proceiura for assembling 
items of information. 



12. 

Ability 

to 

prepare gaasT-al report.’^. 

.y 

13- 

.Ability 

to 

njaintain accurate rscoris- 

J 


U- 

Ability 

to 

prepare arifi use uHart^. an-i tatles « 

y 

15. 

Ability 

to 

GoTz;nunicate feeir oral ^xrres^^ion- 
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Ad^i-tstrative Aggiatant Series 


J IS. A'bilitj to give written and oral inatruotiona in a precise, 
understandable manner. 

-J 17 . Ability to deal tactfully'vitli others. 

18. .Ability to establish rapport and maintain harmonious worlcing rela¬ 

tionships with persons from varied ethnic, cultural and/or economic 
backgrounds. . ■ 

19 . Ability to supervise,- including planning and assigning work 
according to the nature of the job to be accomplished, the capabili¬ 
ties of subordinates and available resources; controlling work 
through periodic rsviewg and/or evaluations; determining subor- 
'dinates' training needs and providing or arranging for such 

training; motivating, subordinates to work effectively; determining, 
the need for lisolplinary action and either recommeniing cr ini¬ 
tiating disciplinary action, 

20- Ability to exercise sound judgment, 

21. Ability to ereroiae discretion in handling confidential infcrmaticn. 


Additional Qualifications required at hire for Adninistrative Assistant 
II nositions; 


1. Knowledge of the principles," practicaa and techniques of supsr- 
viaion- 

QUA.1IVICA?I0;IS AgQUllL'SD ON IH" -JOB Af ALT. IN SSP.I^o; 

1. Knowledge of the laws, rules, regulations, policies,• procedures, spe¬ 

cifications, standards and guidelines governing asai-gned unit, acti¬ 
vities . ^ , 

2. ■ Knowledgs of the proper telephone procedures for msi-cing and 

receivine agency calls. 

5 . Knowledge of the types and uses of agency forms. 

'Sased on assignment, the following additional Qualification;; nay be 
Eccuired on the job; 

1 . Knowledge of the laws, rules and rsg'jlitions governing the state 
personnel system. 

2. Knowledge of etate budgetary procedures relating to positions, 
salaries and personnel servioes. 

;V 

Federal 7rant Administration-. 

K.no'fledge of state procedures governing the purchasing ar.i teouisi- 
ti oxiL of 5 T3X i93 •'in9'ijui* 
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Administrative A.aaiatant Series 


, 5 - 


5* Knowledge of state accounting and budgetary procedures including 
terminology. 

.J^ 

-Additianal qualifications acquired or. the job in Administrative Assistant 

I ooaitioxis; 

1. Knowledge of the principles, practices and techniques of auper- 
viaion. 

TIT. HrTI?<tm gyPTRANCI! REQUlBEMiaTTS? • 

Administrative Aaaistant It 

Applicants must have at least (a) two years of full-time, or equivalent 
part-time, experience in office management, office administration, busi¬ 
ness administration or husiness management, the major duties .ot 'irhic'a 
included one or more Of the fallowing functions: purchasing, personnel 
management, budgeting, accounting, records management, work aimpliflca- 
ticn, grants management, contract administration or program aariagement, or 
(b’' any equivalent combination of the required experience and the substi¬ 
tutions below. 

Substi'tutiana i 

I. An Associate's or higher degree vith a major in business administra¬ 
tion, huainass management or public administration may be substi¬ 
tuted for the required experience - *■ 

II. An Associate’s or higher degree with a major other than in business 
administration, business management or public administration may be 
substituted for a maximum of one year of the required experience 

^Education toward such a degree will be prorated on the basis of the 
proportion of the requireiaents actually completed. 

Adainiatrative Assigtant III 

Applicants must have at least (a) three years of full-time, or equivalent 
part-time, experience in office management, office administration, busi¬ 
ness administration or business management, the major duties of which 
included one'or more Of the following functions: purchaaing, personnel 
management, budgeting, accounting, records managsment, work aimplifica- 
tinn, grants management, contract administration or program managemett, 
or CB'i any equivalent combination of the required experience and the 
substitutions below. 

Substitutions: 



An Associate's or higher iaeres with a major in business 
tion, business mahagemant or cublio aiministration mav. be 
tuted for a maximum of two years of the required experien 


= . * 
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'AAteiai-atrEti-ve Assistant Series 




n. Aa Associate's or liiglier degree vitii a major other than in business 
administration, 'biiaiaeas manasement or public adainistration may bs 
substituted for a masinnim of one year of the required experience.* 

• '•Sd’acation to^rfard such a, degree vill be prorated on the basis of the 
proportion of the requirements actually completed. 

Educational substitutions vill only be permitted for a maxi¬ 
mum of two years of the required experience. 

iiii. gPsgiAL HSQUia5ME?rTSt 

Hone. 


Occupational Oroup 12 
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"■‘npartm^ini: of i'srsonnel 
Administrstion 



